Department of the Army *TRADOC Regulation 25-35
Headquarters, United States Army

Training and Doctrine Command

Fort Monroe, Virginia 23651-1047

29 January 2004
Information Management: Publishing and Printing

PREPARING AND PUBLISHING UNITED STATESARMY TRAINING AND
DOCTRINE COMMAND (TRADOC) ADMINISTRATIVE PUBLICATIONS

Summary. Thisregulation prescribes responshbilities, policies, and procedures for preparing,
publishing, and managing TRADOC adminidrative publications. It has been revised to include changes
resulting from Army transformation initiatives and TRADOC redignment actions, and updates
paragraph references to AR 25-30 and DA Pam 25-40.

Applicability. Thisregulation gppliesto al dements of TRADOC authorized to promulgate
commandwide policy.

Supplementation. Supplementation is authorized. Send one copy of the supplement to Commander,
TRADOC (ATIM-T), 84 Patch Road, Fort Monroe, VA 23651-1051.

Forms. The“R” form at the back of thisregulation isfor loca reproduction.

Suggested improvements. The proponent of this regulation is the Chief Information Officer (ClO).
Send comments and suggested improvements on DA Form 2028 (Recommended Changesto
Publications and Blank Forms) through channels to Commander, TRADOC

(ATIM-T), 84 Patch Road, Fort Monroe, VA 23651-1051, or electronicaly to
atim@monroe.army.mil. Suggested improvements may aso be submitted using DA Form 1045 (Army
Ideas for Excellence Program (AIEP) Proposal).

Availability. Thisregulation is distributed solely through the TRADOC Homepage at
http:/Aww.tradoc.army.mil.
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Chapter 1
I ntroduction

1-1. Purpose. Thisregulation prescribes responsibilities, policies, and procedures for preparing,
publishing, and managing TRADOC adminigrative publications. It dso authorizes TRADOC
commanders and commandants, with Armywide or TRADOC-wide missions, to prepare and publish
TRADOC publications. A description of each type publication is provided in chapter 4, section I1.
Sample formats are provided for supplements, regulations, circulars, pamphlets, and memorandums.

1-2. References. Appendix A containsthe required and related publications and prescribed and
referenced forms.

1-3. Explanation of abbreviationsand terms. The glossary contains abbreviations and specia
terms used in this regulation.

Chapter 2
Responsibilities

2-1. Chief Information Officer (C1O). The CIO will—

a Egablish policies and procedures for life cycle management of TRADOC adminidrative
publications.

b. Manage the process of publishing through the TRADOC Homepage by converting publications to
digitd formats (Hypertext Markup Language (HTML) and Portable Document Format (PDF)) for on-
line viewing and printing.

c¢. Provide technica advice on preparing and publishing TRADOC adminidrative publications to HQ
TRADOC gaff proponents.

d. Edit TRADOC adminidirative publications and ensure they conform to the policiesin Army
Regulation (AR) 25-30, and processes and procedures in Department of the Army (DA) Pamphlet 25-
40, and meet the requirements for each type publication (see chap 4, sec 11, below).

e. Manage the numbering of TRADOC adminigtrative publications, and ensure each new or revised
publication is in the correct seriesin accordance with (IAW) DA Pam 25-40, appendix H.

f. Dae and authenticate publications after ensuring they receive the gppropriate level of gpprova
(see chap 6).

g. Initiste areview of TRADOC adminidrative publications no later than every 18 months (see AR
25-30, para 1-22b(5)).
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h. Publish and update an index of al TRADOC adminigrative publications (TRADOC Pam 25-30)
and update the publications page of the TRADOC Homepage.

i. Maintain the officid file of TRADOC adminidrative publications IAW AR 25-400-2.

2-2. Proponents of TRADOC adminigtrative publications (see para 3-2 for an explanation of
proponents). Proponents will—

a Enaure thar publications are essentid and current.

b. Determine to what extent TRADOC commandants may supplement their TRADOC regulation(s)
(that is, prohibit, limit, or require) and include that level in the supplementation Satement on the title page
of their regulation(s) (see AR 25-30, para 3-37; and DA Pam 25-40, chap 18, sec11).

c. Beforethe forma editing process, ensure their publications—

(1) Conform to the guidancein chapter 3.
(2) Do not duplicate materid in existing DA or TRADOC publications.

(3) Meet the requirements for each type publication (see chap 4, sec ).

(4) Conform to the guidancein AR 25-30 (chap 2 and sec VIII of chap 3), DA Pam 25-40, and
this regulation (see table 2-1 for specific parts of DA Pam 25-40).

(5) Comply with AR 335-15 to ensure data collected from TRADOC activities, and the public, is
properly controlled. Include the Information Management Control Officer in theinitid coordination if
the publication has reporting requirements.

(6) Comply with AR 25-30, chapter 4, for forms requirements. Coordinate with their staff
section’s Forms Management Officer early in the development process (see para 3-7, below, for forms
regrictions).

(7) Comply with AR 340-21 for Privacy Act requirements. Include the Director of Information
Management (DOIM) Privacy Act Officer in the initid coordination process whenever forms require
persond information.

(8) Are coordinated with appropriate level (see chap 5).

(9) If classfied, meet the requirements of AR 380-5 for security markings and downgrading
ingructions. Proponents will coordinate their publications with their staff section security managers.

(10) If For Officid Use Only, have proper markings and specify a date or event when removing
the markingsisdlowed IAW AR 25-55.

6
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Table2-1
Specific parts of DA Pam 25-40
PART WHAT IT ADDRESSES
Chapter 2 Writing a Publication
Paragraph 2-24 Forms
Chapter 10 Format
Paragraph 10-1 Required parts of a publication
Paragraphs 10-2 and 2-1 Division numbering and titling
Paragraph 10-3 Security classifications and protective markings
Paragraph 10-5 Foreword and preface
Paragraphs 10-6 through 10-16 Title page (required parts)
Paragraph 10-17 Table of contents
Paragraphs 10-18 through 10-23 The body and required paragraphs (that is, purpose,
references, explanation of abbreviations and terms, and
responsibilities)
Paragraph 10-27 Reports
Paragraph 10-28 Glossary
Paragraph 10-29 Appendixes
Paragraph 10-30 Index
Paragraphs 10-31 and 10-32 Tables and figures
Chapter 18 Agency and Command Publications
Paragraph 18-4 Changes

d. Ensure their publications receive the appropriate level of approvd (see chap 6).

e. Publish and digtribute their publications through the TRADOC Homepage to the maximum extent
possble. TRADOC is primarily an eectronic publisher. In those cases where the target audience does
not have accessto the Internet, and paper copies are required, proponents will provide funding for
contract editing/typesetting and initid printing of their publications. The activity order number and
sggnature of the proponent printing control authority on DD Form 843 (Requigtion for Printing and
Binding Service) or DD Form 282 (DoD Printing Requisition/Order) certifies these funds. Proponents
should contact the customer representative for contract printing a Document Automation & Production
Service (DAPS), Fort Eustis, for more information (757-878-3389, extension 227).
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f. If printing, ensure the typeset proofs of their publications are correct. Proponents are responsible
for reviewing dl proofs of camera-ready copy prior to printing.

g. Devedop life cycle management plans for their publications to include—

(1) Reviewing their publications every 18 months, or asthe ClO directs, and scheduling changes
and revisons. Proponents will use TRADOC Form 25-35-1-R-E (Publication Review) to submit
results of their reviews.

(2) Rescinding TRADOC publications that are obsolete (see para 7-5, below).
h. Maintan officid filesfor publications and forms IAW AR 25-400-2.
2-3. Proponentsnot assigned tothe HQ TRADOC staff will—
a Managethelife cyde of ther publications.

b. Develop loca procedures for managing TRADOC administrative publications that address each
dage of the life cycle of the publication. Procedures will cover gpproving the need, writing, staffing,
editing, obtaining command approva, authentication, typesetting, printing, digtributing, stocking,
reviewing, revising, publishing changes, and providing updates to the index the ClO prepares.
Substitute loca procedures cited in this regulation regarding references to TRADOC Deputy
Commanding Generd/Chief of Staff (DCG/CofS); CIO; HQ TRADOC Form 30; etc., (the complete
publication process, including developing, publishing, and distributing TRADOC adminidrative
publications, is outlined in gpp B).

c. Approve policy publications at the Chief of Staff level of their subordinate command.

d. For indexing purposes, furnish copies (one paper copy and one digitd file) of eech TRADOC
publication, revison, change, and notice of publications that are rescinded, superseded, or determined
obsolete, to CIO at the following address. Commander, TRADOC (ATIM-T), 84 Patch Road, Fort
Monroe, VA 23651-1051.

e. Develop and manage dl TRADOC forms prescribed by proponent-issued TRADOC
adminidrative publications.

f. After receiving command approva to develop a new TRADOC publication, contact CIO,
E-mall: a@im@monroeamy.mil or 757-788-2237/DSN 680-2237, for a publication number. Furnish
copies (one paper copy and one digita file) to the same address when the publication is distributed,
aong with printing request and didtribution lis.

g. Congder contracting for editing, typesetting, forms design, and mailing services when resources
arenot available.
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h. Coordinate revisons, numbered changes, and new TRADOC adminidrative publications with the
gppropriate TRADOC staff (for example, Operationa Concepts publications are coordinated with the
Concept Development and Experimentation Directorate, Futures Center).

i. Stock and didtribute paper copy TRADOC administrative publications for which they are
proponent.

J. Maintain background files for publications and forms IAW AR 25-400-2.

Chapter 3
Pr ocesses and Procedures

3-1. Applicability. Adminigrative publications gpply only to the issuing command and have no
gpplication to other commandsin the Army, or to dementsin other departments or government
agencies. Commanders are authorized to issue these publications only to e ements under their
jurisdiction (see AR 25-30, para 3-358(2)). TRADOC commandants with Armywide or TRADOC-
wide missions may promulgate TRADOC adminigtrative publications as needed.

3-2. Proponents.

a The Deputy Chiefs of Generd and Chiefs of Specid Staff Offices at HQ TRADOC; Director,
Futures Center, HQ TRADOC; and TRADOC commanders and commandants, assgned Armywide or
TRADOC-wide missions, are proponents for al TRADOC adminigtrative publications required to
execute their misson.

b. Proponents may task TRADOC commandants to prepare TRADOC administrative publications.
However, proponents maintain overal respongbility for their publications (see para 2-2, above).

(1) The suggested improvements statement on the title page must identify the proponent (see para
a, above). Figure 3-1isasample of asuggested improvements statement when the proponent is not the
preparer, and the proponent wants the preparer to receive comments directly from the users.

(2) Only the proponent has authority to gpprove supplementing a TRADOC regulation.
Therefore, the supplementation statement on the title page will identify the proponent’ s address, rather
than the preparer’ s address.
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Suggested improvements. The proponent of this regulation is the Deputy Chief of Staff for
Operations and Training. Send comments and suggested improvements on DA Form 2028
(Recommended Changes to Publications and Blank Forms) directly to Commander, U.S.
Army Training Support Center (ATIC-ITSC), 2789 Harrison Loop, Fort Eustis, VA 23604-
5206. Suggested improvements may aso be submitted using DA Form 1045 (Army Idess
for Excellence Program (AIEP) Proposdl).

Figure 3-1. Proponent statement—when proponent is not the preparer
3-3. Covers.
a Coversare not authorized for unclassfied TRADOC adminigrative publications.

b. If proponents determine covers are needed, they may request an exception. Provide awritten
judtification to CIO (ATIM-T), dong with the draft publication.

c. All dassfied publications will have front and back covers displaying required markings, such as
overdl cdlassfication, declassfication ingructions, and restricted digtribution statements, as applicable.

3-4. Foreword. Useforewordsonly ininformationa pamphlets (see para 4-6b for a description of
informationa pamphlets). An action officer or an endoraing officid (for example, DCG/CofS) may write
forewords.

3-5. Terms, acronyms, and abbreviations.

a Do not explan aterm in aTRADOC publication if it isdready explained in AR 310-25 or Joint
Pub 1-02, unlessit is given anew specid meaning.

b. Do not use shortened forms of words in narrative (for example, thru, avn, etc.). Usethemin
figures and tables only.

c. Spdl acronyms/brevity codes out fully the first time used, followed by the acronym/brevity codes
in parentheses. (Cite acronyms/brevity codesin parentheses only if it is used again in the publication.)
An exception exigs for citing parts and divisonsin references—use the abbreviation only (seetable 3-
1).

3-6. lllustrations/use of color.
a lllugrations, to include line and multitone artwork, must relate directly to the subject matter of the
publication and are not permitted for decorative purposes. Color must contribute demonstrable value to

the purpose of the publication. DA Pam 25-40, chapter 2, section I11, provides specific guidance for
use of illustrations and color in publications.

10
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Table 3-1
Abbreviations of partsand divisons

Patordivison  Abbreviation  Example
part * (part 1)
chapter chap (chap 1)
section Sec (secl)
paragraph para (paral-1)
figure fig (fig 1)
table * (table 2-1)
gppendix app (app A)
glossary * (glossary)
index * (index)

* Do not abbreviate.

NOTE: Do not capitaize first letter of word.

b. Multiple colorsfor illustrations are permitted for web-based publications. However, proponents
must provide single color illugrations if the publication is printed.

c. The CIO (ATIM-T) must gpprove multicolor printing requirements.

d. Coordinate al visud information needs with the supporting ingalation Directorate of Plans,
Training, Mobilization and Security Directorate, Chief, Multimedia Services Divison.

e. Furnish cameraready line art and digitd copy dong with find copy of publication.
3-7. Forms.

a Any document within a publication that has blank spaces for the insertion of information is
consdered aform and is controlled. If in doubt, contact the TRADOC Forms Management Officer
(ATIM-T).

b. Theonly blank forms authorized for insertion in a TRADOC adminigrative publication are
TRADOC “R” and “R-E” forms prescribed by the publication. TRADOC “R” forms are authorized for
loca reproduction. They are reproduced on office copiers or printed and stocked, whichever isless
cosly. TRADOC “R-E’ forms are authorized for local reproduction or éectronic generation. If they
are dectronicdly generated, they will follow the exact format and contain the same data dement as the

paper copy.
c. If aform requiresthe user to submit persond identifier information, it must include a Privacy Act

Statement (see para 2-2¢(7), above). Include the supporting ingtdlation DOIM Privacy Act Officer in
the initial coordination process whenever forms require persona information.

11
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d. Formsthe publication prescribes and/or references are identified in gppendix A.

e. Form numbers are established based on the publication number of the prescribing directive. The
publication number is derived from DA Pam 25-40, appendix H, based on the subject matter. Any
forms prescribed by TRADOC regulations, circulars, or pamphlets will carry the same basic number as
the prescribing directive. For example, the form contained in this regulaion is numbered TRADOC
Form 25-35-1-R-E. If there were additiona forms, they would use consecutive numbers TRADOC
Form 25-35-2-R-E, TRADOC Form 25-35-3-R-E, etc. On those occasions wherea TRADOC
regulation and pamphlet are assgned the same number, the forms in the pamphlet are numbered using
100, 101, etc.’ asthe consecutive number in lieu of ‘1, 2, etc.” (that is, TRADOC Form 25-35-100-
R, TRADOC Form 25-35-101-R, €tc.).

3-8. References.

a Do not use temporary references (that is, circulars, drafts, messages, or correspondence
memorandums) in a permanent publication (for example, supplement, regulation, memorandum, or

pamphlet).

b. Do not reference a publication memorandum in supplements, regulaions, circulars, and pamphlets
snce memorandums are only gpplicable to headquarters eements of a command (see AR 25-30, para
3-35b(4)(a)).

¢. Include al references used in a publication in gppendix A, and identify their exact titles. Do not
identify the title in any other part of the publication (seefig 3-2 for guidance on references).

d. Do not cite references that are not readily available to the user (see DA Pam 25-40, para 2-32).
3-9. Appendixes.

a Appendixes are used to further explain or supplement information covered in the body of the
publication. They are not part of the main body; and will not contain directive materid or prescribe
forms

b. Always cite gppendixes in the main body of the publication.

¢. Number gppendixesin the order in which they are cited in the text.

3-10. Distribution.

a TRADOC activities that have access to the Internet are provided e ectronic distribution through
the TRADOC Homepage.

b. Limit distribution of paper copies of publications to those addressees that do not have the
capability of accessing eectronic media. To prepare mailing labdls, use the eectronic Army address

12
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lookup page provided by the Records Management and Declassification Agency (RMDA)
(http:/Mmww.rmdabevoir.army.mil/) (use*Site Map' link at the bottom of the page, then search for
‘Army Addresses On-ling’). For addressees that are not under the command jurisdiction of TRADOC,
provide copies furnished for informationa purposes (normaly five or less copies). See AR 25-30,
paragraph 5-7, for more information on distribution restrictions.

The reference paragraph is dways inserted as paragraph 1-2, and refers the reader to appendix
A for alig of publications and forms cited in the text. (Example: “1-2. References.
Required and related publications and prescribed and referenced forms are listed in appendix
A)

Appendix A istitled ‘ References and divided into four sections (if necessary): section |,
‘Required Publications; section 11, *Related Publications ; section 111, ‘ Prescribed Forms'; and
section IV, ‘ Referenced Forms.”  If the publication does not contain one or more types of
references, exclude those types and renumber the subparagraphs, keeping the order given
above.

a Publications. Each publication cited in thetext islisted as ether required (a source the
user must refer to) or related (source of additional information). See DA Pam 25-40,
paragraphs 2-35 and 10-21, for more information on required and related publications.

b. Forms. Each form cited in the publication is either prescribed or referenced. Cite each
form’s number and title, listing aphabeticaly by type, then in numerica order within each type.

(1) Prescribed forms. Prescribed forms are mandated by the publication; that is, the
publication is the prescribing directive for the use of the form. Prescribed forms listed must
contain a statement indicating where they are prescribed in the publication; for example,
“(Prescribed in para4-10).”

(2) Referenced forms. Referenced forms are prescribed by a publication other than the
one in which they are referenced. Information on forms referenced in a publication must not
conflict with the ingtructions in thelr prescribing directive.

Figure 3-2. Listing references
3-11. Changes. Only the proponent of a publication may request changes.

a Numbered changes are changes of an adminidrative nature, sent directly to the editor; policy
changes require DCG/Cof S approva. Changes are not officid unlessthey are authenticated. Do not
use any other means (that is, eectrical messages) to change a publication (see fig 3-3).

b. On-ine updates are minute adminigtrative changes that usualy involve providing a current URL to
replace adead link within the text, updating a line of an address that changed after publication, etc.
Send requests for an on-line update to the ClO Editor. The portion(s) of the text updated are

13
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highlighted, and the date of the update added directly below the origind published date of the
publication (for example, “Updated as of 23 June 2003”).

3-12. Requesting editorial support.

a Proponents must furnish an eectronic version of their draft, either on diskette sent to CIO
(ATIM-T), or viaE-mall to the editor. A hard-copy versonis not required.

b. Proponents will ensure their publication—

(1) Isinthe correct format and has the following required statements on the title page for specific
type publication:

(@ Copyright notice (when applicable).

(b) Summary (required on supplements, regulations, and pamphlets). The summary statement
is optiond on circulars and memorandums.

(c) Applicability (required on supplements, regulations, circulars, and pamphlets). It isnot
required on memorandums since they apply to the HQ TRADOC g&ff only.

(d) Supplementation (required on regulations only).

(e) Forms (required on dl publications that prescribe forms).

() Suggested improvements (required on dl publications), including use of DA Form 1045.
Personnd submitting suggested improvements using DA Form 2028 may dso submit the suggested
improvement using DA Form 1045.

(g) Digtribution regtriction (when applicable).

(n) Availability. For publications distributed in hardcopy and on the TRADOC Homepage,
this statement will read: This publication is dso available on the TRADOC Homepage at
http://mww.tradoc.army.mil. For publications distributed through the TRADOC Homepage only, this
gatement will read: This publication is digtributed soldly through the TRADOC Homepage at
http://mww.tradoc.army.mil.

(2) Pages are numbered consecutively (that is, 1 through 100) throughout the publication, to
include dl chapters, appendixes, and the glossary. Do not use two-part numbers. NOTE: Do not
number the pages of blank forms at back of publication.

(3) Meetsdl requirements of the specific type publication (see chap 4, sec 11).

(4) Titlesare not underlined.

14
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(5) Containsthe first four required paragraphsin the following order:
(8 Purpose. The publication has only one purpose paragraph.
(b) References. (Seefig3-2)
(c) Explandtion of abbreviations and terms.
(d) Responghilities. (This does not apply to pamphlets, since pamphlets are not directive.)
List respongbilities in a separate section, if there are too many for a paragraph, as close to the front of
the chapter as possible (second section). Or, use a separate chapter titled responsibilities (second
chapter).
(6) Doesnot havetheterm ‘Generd’ as atitle for a chapter.
(@ If first chapter contains introductory materid, thetitleis ‘Introduction.’

(b) Never use‘Generd’ asthetitle for more than one paragraph in a chapter or section.

(7) Containstitlesfor dl numbered paragraphs. If using titles in subparagraphs, title dl
Subparagraphs.

(8) Does not divide subparagraphs beyond three levels (thet is, first level—lower-case letters,
second level—numbers enclosed in parentheses; third level—Ietters enclosed in parentheses). See DA
Pam 25-40, table 2-1.

(9) Uses neutra language.

(10) Usesthe active voice, when possible.

(11) Packages paragraphs to make important information easier to understand—do not bury it
within a paragraph. Use subparagraphs to break out and discuss the topic and its subtopics.

(12) Ligstitlesin thetable of contents exactly asthey are in the text. Use upper and lower case
letters as follows:

(&) Chapters, sections, and appendixes have the firgt letter of each word capitalized.

(b) Paragraphs, tables, and figures have the firgt letter of the first word capitalized. All other
words are lower case letters unless they are proper nouns.

15
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3-13. Publishing poalicy and support. Publish TRADOC adminigrative publications in the most
economica means condstent with the purpose of the publication. Theintent of the command isto
eliminate hardcopy as much as possible through use of new eectronic technologies.

a Makedigitd versons of TRADOC publications available to the greatest audience by publishing
on the TRADOC Homepage. To reduce printed distribution, provide hard copy TRADOC
publications only to those activities with no access to the Internet. Proponents must consider the end
users and determine if sole posting to the homepage is feasible for the audience intended. This decison
is made on a case-by-case basis. The ClO will post TRADOC adminidrative publications to the
TRADOC Homepage after authentication.

b. Coordinate with the supporting ingtalation DOIM Mail and Didtribution Center for printed
publication digtribution (see para 7-2, bdlow). The printing and malling of TRADOC adminidrative
publications is the responsibility of the proponent.
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Department of the Army
Headguarters, United States Army
Training and Doctrine Command
Fort Monroe, Virginia 23651-1047

10 October 2000

TRADOC Regulation 385-2
c1

Safetry
TRADOC SAFETY PROGRAM

Summary, Thi= =i change (0 TRADOU Hogulad won
AR 2T daruary 2000 This chanwe upslnles policies
and procedures affoetmg the mplementation of the
TRADOE Commander's Saleiy Program

Suggested improvements  The proponent af this
rogrulation is FOTRADOC, Command Saley, OfTee of
the Chael ol Siall, Send ecomments anid suggested me-
prcvemment = on 1A Fomm 2028 (Reeommended Changes

to Publszations and Blank Forms) theough channels 1o
Commander, Training and Docirine Commeand, ATTN:
AR5, 5A North Gane Bond. Forl Monrme, VA 23651
AR Sugzested imprvvement s may a ko e subeonied
w=ing DA Form 1045 Curmy [ieas for Exeellonee Pro-
Traml.

Axailability. Thispuabdicstem = avalabde only oo the
TRAL O Homepaze o lulipe s w-trar i

1. Change THADOU Reg 385-2, 27 Januaey 2000, as
Loallimws:

Al =1 subigea ey G) Imsert alter firsd
soneners “This individal will be celerped Ty the Avmy
Civilinn Career Evaluation Syaterm (ACCES). All Safey
Manager positions, G813 ool above, or those posilions
determined criaeal Ty the Diveetor, Commuand Safely.
will b pravnelisd By thos headguariers”

2.5 "Heatinjury reporting. Hoai
injuries resulting in hospitaliation or death will Tee
immedizately reporied foihe Command Saleiy OTiee
bw the mosi eflicient means (E-mal/FAX) During ihe
warm ool weather irpining season (mormally MareT
through Soptember), imsialliions will sobimit o weelk v
el Ingury Heport. This repoet will T subemii ted thie
fir=tadul v diw of theweek andeover the previouns weesk
from Monday through Sunday "

Wil Pacageaph 2.9 °Range weapons aceidentin-
vident reporting. Al aceulenis/ineilens oecurring
o TRADO rapges involving weapons <vsiens= will
b mmmuesl i tedv reported theoush appropriat e chomnels
o G TRADOC, ATTH: ATCS-5. Essential Elemenis
ol Tnformatiom Formal (Og 2- 1 will e used (o submil
these reports.”

g -1 Delete all and replace wath:
“HG-3. Range safety waivers, Thi= parasraph speci-
fies procedures for graning wavers of range safon
criteria eanlamaed i AHs 38562 and 8564, which
authoriees MACOM commanders (o waive specilie
sl y eriterin.

A This wawver anthority is delegaied (0 general
ollicers eommand ing THRADOC in=tallntions. 1t shall
ol be lurther delesaied. o adddidaon (o gusdanes
conlained 1 subypecl releronees, walvers may T
granted that allow personnel who are nol diveeily

prart eipating mthe actual eonduet of tradning witlun
the Burfiee Danger Yone (S 1o conduet offieinl
busin ess or b an abserver.

I, Approved warvers will Te elfeetive for one year or
less Range saleiy wamers may be rommeed. Wamnvers
and renewals of waners will include;

(1 Astaiement of how the range Gails (o meat
eriteses of ARs 38562 or 355-63, o= apphieable.

(2 What action is planned o being the mange
it eommpianes with salery ermeri osiabilishod by ARs
ARG or 386G, where such aciwon s feasibile, oran
eplanation as o why compliancee i= not leasible.

. The respectmve appeoval authority may rencw
expired warvers provided conditions ciied in the orgi-
nal waiver have not changed,

il The nesd (o meamporaie condiiions, requiremen s,
controls, el in approved waivers into range develop-
maendt plans will e addressed ol ench Svear installation
range devedopment plan meciing,

i, [mstallatims will provide o eopy of cach granted
waiver or renewed waiver o HG TRADOC, ATTN:
ATCSS, not Later than 7 days alier approval

[ Amy aeendent or meulent aceureing under an
approved wamver will eause aulomatic terminalion of
the approval until an investigation is completed and
the wanver revaliwlated by the respoctive approving
authority

g For noneesidont unit= condueting lve-liee (e -
g operalions under an approved warver, the hosi
stallation commander appooval is vegquared, Tnsial-
Lt dony eom manders will ensure range salely waivers
fior oo =THADOC organizal ion=soperating on TRADOC
installations meet the same eriteria sstablished For
THAIDM M unis,

Figure 3-3. Sample change, TRADOC regulation
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Chapter 4
Planning and Preparing Publications

Section |
Choosing the Type of Administrative Publication to Use

4-1. Choosing amedium. Choosng amedium (type publication) is atwo-step process. The medium
chosen dictates how the proponent prepares the materia for publication. The proponent chooses the
medium based on the guidance in this regulation, and ClO gpproves the medium.

4-2. Stepsfor choosng a medium.

a Thefirst step isto choose the type of publication to issue. Each type has adifferent use. (Table
4-1 shows the uses of each type of TRADOC publication. Paragraphs 4-3 through 4-8 describe each
type publication in detail.) The proponent must decide which type best suits the materid, based on its
intended purpose. The proponent must determine—

(1) Theintended trestment of the materid (directive, informationd, or reference).
(2) How long the publication isin effect (permanent or temporary).

(3) Thetarget audience (used at HQ TRADOC only or TRADOC-wide).

Table4-1
Uses of TRADOC publications
Type

Publication TypeMaterial Tem Audience
supplement directive permanent TRADOC-wide
regulation directive permanent TRADOC-wide
pamphlet informationa or reference permanent TRADOC-wide
circular directive or informationd temporary TRADOC-wide
memorandum  directive or informationa permanent HQ TRADOC only

b. The second step is to decide whether to add the materia to an existing publication, or prepare a
new publication.

(1) If an AR ispublished on the same subject matter, no option exists—this materid is published
as a supplement to that AR (see para4-3 for ingtructions on supplements).
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(2) Refer to DA Pam 25-40, gppendix H, to determine the gppropriate seriestitle that describes
the subject of the materid.

(3) Check TRADOC Pam 25-30 for any TRADOC publications assgned the same seriestitle.
Review dl publications that seem closdy rlated to the materid. If the information is added to an
existing publication, publish a change or arevison to that publication. Consolidate publications, if
necessary. |If no publication exists on the subject matter, prepare a new publication.

Section |1
Types of Publications, Their Uses, and I nstructions

4-3. TRADOC supplements. See figure 4-1for asample format.

a A supplement is the only medium authorized to provide subordinate commanders additional
ingtructions needed to implement an AR.  Supplements cannot supersede, change, or rescind any
portion of an AR.

b. Only supplement an AR as stated on itstitle page.

. Before deveoping/writing a supplement, proponents will—

(1) Request the DCG/CofS's approval to supplement. To do this, prepareaHQ TRADOC
Form 30 (Transmittal, Action and Control) and address why the supplement is needed. Do not write
the supplement at thistime.

(2) If the DCG/Cof S approves the request, then get the DA proponent’s approval, if required.
Provide CIO (ATIM-T) acopy of these gpprovas, dong with the draft supplement.

d. Limit the contents of the supplement to vita information not included in the regulation.

e. Match paragraphs of supplements to proper paragraphsin the regulation. Add chapters,
paragraphs, tables, figures, and appendixes, as required.

f. When an AR isrescinded or superseded, dl of its supplements are cancelled automaticaly (see
DA Pam 25-40, para 18-13).

4-4, TRADOC regulations. Seefigure 4-2 for a sample format of aregulation.

a Regulations are permanent directives, effective until superseded or rescinded. Do not publish a
regulation if an AR dready exists on the subject—use a supplement (see para 4-3, above).

b. Confine each regulation to a single subject.

¢. UseaTRADOC regulation to—
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(1) Egablish policy TRADOC-wide.
(2) Assgn misson respongbilities
(3) Deegate authority.

(4) Set objectives.

(5) Prescribe proceduresin detail needed to make sure basic policies are carried out uniformly
throughout TRADOC.

(6) Prescribe TRADOC forms.
4-5. TRADOC circulars. Seefigure 4-3for asample format.

a TRADOC circulars are temporary publications that are either directive or informational. They
usualy expire 2 years after their date of issue; however, they may expire earlier.

b. Usecircularsto publish—

(1) Ingtructions for one-time actions that gpply TRADOC-wide, to include forms. (A form
becomes obsolete when the circular that prescribes it expires.)

(2) Generd information or policies and procedures effective for 2 years or less.
(3) Temporary notices (for example, annua awards programs).
(4) Information on asngle subject only.
c. Do not use circulars to—
(1) Changeinformation in permanent publications, such as TRADOC regulations or pamphlets.
(2) Publish long-term policies or procedures.
(3) Prescribe forms or reports that are permanent.
4-6. TRADOC pamphlets. Pamphlets are permanent ingtructiond or informationd publications that
apply TRADOC-wide. They are not directive, but provide guidance and information needed to carry
out policies and procedures established by regulations. Pamphlets are effective until superseded or

rescinded. Two types of pamphlets exis—standard and informational. The main difference between
the two isthelr organization and format.
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a Standard pamphlets. Seefigure 4-4 for a sample format.
(1) Useadgandard pamphlet to publish information needed to carry out policies and procedures
prescribed by a TRADOC regulation. Only use a standard pamphlet as a prescribing mediafor forms

when the form is provided for optiona use only, and not mandated, since pamphlets are not directive.

(2) Do not use apamphlet to prescribe policies, procedures, or responshbilities. Use thistype of
pamphlet to explain the policies, procedures, and responsibilities set by a TRADOC regulation.

b. Informationa pamphlets. No forma format is required.
(1) Do not useinformationa pamphlets to prescribe forms.

(2) Useinformationa pamphlets to publish information on subjectsin support of TRADOC
missons. Some examples are—

(&) Higoricd studies.
(b) Referencetexts.

(3) Before deveoping an informationa pamphlet containing artwork, proponents must request
approvad from CIO (ATIM-T).

4-7. TRADOC memorandums. Seefigure 4-5for asample format. Memorandums are effective
until superseded or rescinded. Confine each memorandum to asingle subject. Use the memorandum
to—

a Egablish palicies, responshilities, and administrative procedures that gpply to HQ TRADOC
only.

b. Egablish the pattern of organizations and workflow within HQ TRADOC.

c¢. Publish recurring and specia forms and reports within HQ TRADOC, after coordination with the
TRADOC Information Management Control Officer and the TRADOC Forms Management Officer.

4-8. TRADOC functional bulletins. Functiond bulletins provide officid items of an advisory,
informative, or directive nature pertaining to a goecific functiond area. (See AR 25-30, para 3-39, and
DA Pam 25-40, para 18-15, for more information on functiond bulletins,) Coordinate functiond
bulletins with the CIO (ATIM-T). New functiona bulletins require the DCG/Cof S's gpprovd.
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Department of the Army TRADOC Suppl 1 to AR 380-5
Headquarters, United States Army

Training and Doctrine Command
Fort Monroe, Virginia 23651-1047

& November 2001

Security
Department of the Army Information Security Program
Summary, This supplement provides policy on use of electronie devices dunng classified meetings,
conferences and sessions

Applicability. This supplement applies to all TRADOC installations and activities,

Suggested improvements. The proponent of this supplement 15 the Deputy Chiet of Staff for Intelligence
(DCSINTY. Send comments and suggested improvements on DA Form 2028 (Recommended Changes to
Publications and Blank Forms) through channels to Commander, TRADOC, ATTN: ATIN-5E, 33 Ingalls
Road, Fort Monroe, YVirgima 23651-1067, Sugzested improvements may alse be submitted using DA Form
1043 {Army ldeas for Excellence Program ( AIEP) Proposal ).

Supplementation. Further supplementation 1s prohibated unless specifically approved by HOQ TRADOC

Availability. This publication 15 disiributed through the TRADOC Homepage at hitp S wowews iradoc armey mal,

AR GE0-5, 20 September 2000, 15 supplemented as follows

Paragraph 6-18. Classified meetings and conferences

H=180( 10} (Add the following at the end of the paragraph): “The use of cellular phones, pagers, and other
vnauthorized electronic devices 15 prohibated while attending classified meetings, sessions, and conferences.
Cellular phones, pagers, and other electronic devices will be turned off prior to entry ™

FOR THE COMMANDER

OFFICIAL: LARRY R JORDAN
Lieutenant General, LIS, Army
Deputy Commanding General/
Chief of Staft’

Hsigned!!
GREGORY 1 PEEMO
Brigadier General, G
Deputy Chief of Staft
for Information Management

Figure4-1. Sample TRADOC supplement
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Department of the Amy
Headquarters, United Statas Army
Training and Deoctrine Command
Fort Mopros, Virginia 236851-1047

1 March 2002

*TRADOC Regulation 71-12

Fores Developmeant

TRADOC SYSTEM MANAGEMENT

Summary. This regulation estahlishes policy and vespon-
aihilities for managing selected Acquisition Catemory
(ACATYT, ACATIT orother hirh-pricrity materiel ayatems
within the RS, Army Treaining and Doctrine Command
TRADD. Thisrevisionindudes the zddition of TRATHHD
Syatem Manager (TEM) and TRADOC Program Integea-
tion Officer (TPICY responaibilities, move prescviptive and
tailored TSM and TPID charters, better defined criterin
and considerations for establishing and terminnting TEM
and TPIOs, TEM Beview process, TSMEeport Foemat, per-
formance metrics to messure ayatem management progress
and mandaterey teaining for TSR, TPIO, and TRATHOO
Froject Office (TP personnel .

Applicability. Thias rerulation applies to all TREATHIC
elements involved in the materiel requisibion process.

Supplementation. Do not aupplement thia regulation

without appreval fiom Commander, TRADOC, 20 Whistle:
Lone, ATTH: ATCTRRM, Fort Monpoe, VA 23651-10446.

Suppested improvements The proponent of this regula-
tion i3 the Deputy Chief ofStaff for Com bat Developmenta
OSSO, Send comments and augmested im provements
on Department of the drmy (DA ) Foem 2028 (Recounm ended
Changes to Publications and Blank Forms) throush chan-
nels to Commander, TRATIOC, 20 Whistler Lane, 4 TTH:
ATCD-BA, Fort Monree, VA 23651-1046. Sursested 1m-
provements may alao be submitted wsing DA Foem 1045
[y Idens foe Excellence Frooenm (ATRF) Proposal).

Availahility. Thispubliestion is wvailable on the TRATOO
homepare at httpAwaw teador army milf.

Contents
Forograph  Fage Forageopls  Foape

Chapter 1 Chapter 5
[ntroduction Stalling and Training
FrUETIORE oo 1-1 a BEmffinT . e 5-1 ]
BefblrGIlees oo 1-2 a oI oo -2 &
Explanation of abbrevintions and terms ... 1-3 2
Eesponsibilities a Chaptar &
General 1 Annual TRADOC System Managamant Review

Beview Board ..o -1 &
Chapter 2 !

Bewieny DIOCEISE ..o e §-2 4
TRADOC Syatem Managear W pracess
T&EWL establishment eriterin ... 21 a Appandices
TEM duties and responsibilities ... 3 & TRADOC System Mansme: Office and
TEM termination criteria ... 2-3 4 TPIO Staffing Models ..o, T

B, Exasmple of a TSM Charter ... 3
Chaptar 3 . . Performance Metries ... a9
TRADOC Program Integration Office D. Annual TEMTELO Beporta oo 19
TPIO establishment eviterin ... 31 & a 23
TPI duties and responsibilities ... 3-2 B OEEEY s rr v rrrrrrrr e e R R R R R R R REEEE =
TPIO termination cviteria ..o, 3-3 5
Chapter 4
TRADOC Projact Office
TPD establishment eriberis ..o 4-1 &
TP duties and responaibilities A2 G
TPO termination eriberin .......oooevveeeeinnn. 4-3 &

*This regulation supersedes TRADOC Regulation 71-12, 12 Movember 1290,

Figure4-2. Sample TRADOC regulation (first page)
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TRADOC Reg 71-12

Section 11
Terms

Combat developments

The proeesses of analyzing, determining, decumenting,
and obtaining approval of coneepts, FOCs, organizational
requirements, and materiel requivem ents; leading the
Army community in determining solutions for needed
FOCs; fostering development of requirements in all
DTLOMS dom ains; providing user considerations to and
influence on the Avmy’s Science and Technology Program;
and integrating the efforts and vepresenting the uaer
across the DTLOMS during the acquisition of materiel
and development of crganizational products to fill those
requirements.,

System-of-systems

Generally, the combined employment of two o move
interdependent systems of any type. As usedin this
regulation, the combined battlefield employment of two
or more interdependent ACAT L ACAT IT, orother high-
pricrity materiel aystems being developed by two or move
TRADO proponen ts.

FOR THE COMMANDER

OFFICIAL:

Haigned!!
GREGORY J. PREMO
Brigadier Geneval, (GS
Deputy Chief of S taff

for Information Management

24

LAREY B, JORDAN
Lieutenant General, 175, Avmy

Deputy Commanding General!
Chief of Staff

Figure4-2. Sample TRADOC regulation (last page)
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IDepartment of the Anmy
Headgquarbers, Unibed States &smy
[Tramning and Doatrne Command
IFort Monroe, Virgiea 2 3667- 1047

|28 Fehruary HD03

TRADOC Circular 385-03-1

[Expires 28 February 2005)

Salety
OBSTACLE COURSES

Summary. This circular establishes policies,
praceduras, and res ponsibalities lor constroetion,
matitenanoe, and use of obstacls courses.
Applicability. This cireular s applicalls 1o all
LA Avrmy Trainmg and Deoctrine Cammand
[THAD p unita, activitiss, and organizalions.

Suggested improvements. The proponsnt for

this eireular is the TRADMDC Satety Oilice, Send

amme s and suggested improvemsnts an A

Form 2028 (Hecommended Changes to Publications
and Blank Forms) through channels to Come-
mander, THADOGC, 5 Maorth Gate Hoad, ATTMN:
ATCE-H, Fort Monros, VA 23651- 1044, SBuggested
tmprove me nts may also ba submitted vsing DA

Farm W5 { Army Ldeas for Excellance Program
(ALEF) Proposal ).

Awvailability. This publication is distributed solaly
through the THATDNIC Homepags at b S wae-

trad o army mil.

CONTENTS
Paragranh 1* st | SR
B UG e e T e D i i i i i 1 ﬂ.ppeﬂ.ﬂn_ Fi
Rekmnes.. s B 1 27 o S S PR PO PO S 2
Explanation af abbraviations and terms. i 1
Fosponaihilit ies — — e e 1 Gloes I T e e R I R A 3
LR ET ol - T e AT T el S STl 1 1 ary

L Purpose. Thiscroular prescribes the responsi-
lities, policies, and procedures for the construe-
Phan, maintennnoes, and s of abstacla oovrsss ly
unils, activities, or arganizabions assignead 1o

THALDNDC,

2, Relerences. Heguired publications ae listed in
appandix A,

. Explanation of abbreviations and terms.
The glossary contains abhreviations and special
termes used 10 this regulation.

4. Hesponsibilities. Commanders will ensurs
fary abatacle covrse vsed by TRAIC activitias,
||'gn|1i:m.l lons, or units meals the ne-:-:|_|.|i|'r:|:||r_-|1l.~.' ol
thiz eireular.

o Owverview,

All abstacle conrsses vsad by THADOC
fastivitias, organiza o, ar units will meaet the
regquirem ents lstad in relers nees found in appsndix
. Addditionally, commandesrswill:

{1p Publizh a Standard Opsrating Procedurs
(SO} for abstacle courss: training. Commandsrs

will incorporats loeal installation regquirameants and
inelude user specilic delails, such as the nmber of
instructors regquired, the training or certilication lod
fnsEtructors, an inspestion egquirement that in-
cludes review of the latest obstacle conrss inspec-
o dane by a gqualified salety professional, and a
physical inspectian of the obstacle courss,

(2 Complete arvish assessmeant belore
conducting training on obstacle coursss, Hisk
assessments will address the current condition of
the obstacls course and the individual obstacles,
waalther conditions, level of comd itiomng or phass al
traindng of the soldiers, and availalility of qualified
insEtruetors, support personoe], and squipmeant.
This risk assssmeant will be approved at the lavel
of command comm ensurate with the residual risk

in aceardancs with [TAW) the TRADNDC Hisk Aooegp-
tavnee policy (see TEADNOC Hog $85-2 parn 1300

I, The addition of fall protection regquiremesnts
and modifications to abstacles lsted in TEATHSC
Heg 3506, appendix K. are the minimuom acoap -
alle standards,

Figure4-3. Sample TRADOC circular (first page)
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TRADOC Chr 285.00.1

¢ e ta the incidence af lower axtramity
imjuries experiencad on the “Swingse" (L
Heg 35006, U K-8 and the “Jump and Land”
I"J H.HH]L" Hﬁi -4 |"|u h'-'ﬁ L. these ab=tacles will

1t L bes s,

d. Obstacles not lsted, or obstacles that devi-
ale substantively from thoss in TRATDC Heg 350
i, are nonstanda rd abstacles and will not s used
by TRAIMDC activities, organigalions, or units,
unless aowaiver is approved. Waivers o use non-
standard obstacles will:

(1} Be approved by the first commander in
the chain of command with the authoriy Lo aseaypt
the residual risk associated with the use of the
ronstandard olstacle invalved fsee TRADGC oo
Er’]_i' :.IE _rl ':'_

(2 Inelude specilic information on how the
subject abstacle differs from the standard, why it is
empenbial For vuse, and an assssament of the risk 1o
b acoepted with use of this obstacle.

{4 Be maintained by the using activity,
arganization, or unil, and will e available at the
training sile.

Appandix A
References

FM 21-20

Physical Fiiness Training
THAIHIC Reg 5506

Enlisted Initial Entry Training (IET) Policies and
Adminstration

THRATHIC Heg 4852
THAIMIC Salety Program

Falio Moo 1, “Training Facilities
et Drawing Mumber 28- 15
(Thiz publication may be abiained fom the 118,
Army Corps of Enginseers, Kansas City District, 700
Fadaral Building, 601 East 12th Stresl. Kansas
iy, MO G DG 2500 )

S Corps ol Engi-

Glossary
Section 1

Abbreviations

LAWY i accard ance with

THADDE L&, Army Training and Doctrine

l."':lﬂl ma I1l:|.

Section L1

'Tn-e-rmx

ll protection
Padding, nets, ar other material sulficent to absack
or dissipats the impact of a Call.

obstacle course

Accollection of approved abstacles selected from FM
2120 used 1o develop and test the motor skills
required for a soldiers sueeess in combat.

risk assessment

[dentification and assessment of hazards (frst twa
steps ol the st management process); an identilied
hazard 1= assessed Lo detarmine the associated risk
Tased upon probability and resultant ssverily of a
hasard ous incident.,

risk decision
The decision o accept or tol accepl the risk assoa-
ated with an associated action.

risk d ecision authority

The individual authorized 1o aceepl or nol acespt
the risk assaciated with an associated action.
TRADOGC risk dacision authority is delined in
THADOGC Reg 35852 paragraph 1-5c.

risk management

The process of identilving, asssssing, and contral-
ling risks arising from operatonal Baetors, and
making decisions that balancs risk cost with mis-
slon banelits.

nonstandard obsele

Any abstacle ot specilieally listed in appendiz K
TRADGE Reg 35006 any obstacle that is nol con-
strocted LAW the specilications of Folia Ma. 1,
“Training Facilities" Corps of Enginesr Drawing
Bumlser 25 13-95; ar any abstacle that has ot been
madilfied LAW appendiz K THADDC Heg 3506,

FOR THE COMMANDER:

OFFICIAL:

Isigmed’
GREGORY J PREMO
Brigadicr General, G5
Depunt v Chielof Stall
T oo manad . Condral,
Commmications & Compuis s

2

LARRY R JORDAN

Licuienant Geneml, LLE Ammy

Deputy Commanding General
Chielof Stall

Figure4-3. Sample TRADOC circular (last page)
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Department of the Army
Headquarters, United States Army

Training and Doctrine Command
Fort Monroe, Virginia 23651-1047

1 November 2002

TRADOC Pamphlet 525-3-90

Military Operations
Objective Force Maneuver Units of Action

Summary., This new pamphlet serves as the basis
for developing doctrine, organizations, training,
materiel leadership and education, personnel and
facilities (DOTMLPF) focused requirements and
solutions for Maneuver Units of Action (T7As).
Under this concept, UA capabilities are projected
acrosas the future battlespace to conduct military
operations to fight and win across the spectrum of
military operations.

Applicability. Thispamphlet applies to all T7.5.
Armv Training and Doctrine Command (TRADOC)
and Department of Army (DA) activities that
develop DOTMLPF requirements. Active Army,
Armyv National Guard, Avmv Reserve operating
forces, and Armyv Materiel Command mav use this
pamphlet to identfy future trends o the Army.

Supggested improvements. The proponent of this
pamphlet is the Deputy Chief of Staff for Doctrine,
Concepts and Strategy (DCSDCS). Send comments
and suggested improvements on DA Form 2028
(Recommended Changes to Pubhcations and Blank
Forms) through channels to Commander, TRADOC,
ATTN: ATDO-C, 10 Whistler Lane, Fort Monroe,
VA 23651-1046. Suggested improvements mav also
be submitted using DA Form 1045 (Army Ideas for
Excellence Program (ATEP) Proposal).

Availability. This publication is available only on
the TRADOC Homepage at Jitp g www-
tradocarmyv.mil

CONTENTS

Pavageraph Page Pavagraph Page
Chapter 1 Chapter 3
Introduction Concept
PUEPHOEE oo e s 1-1 1 Units of Action tackies .., 3-1 b
Referemmens oo 1-2 1 Quality of Firsts ..o 3-2 G
Explanation of abbreviations and terms.. ... 1-3 1 Units of Action employment techniques ... 3-3 G

Units of Action design principles L34 10

Chaptar 2 Comelusion ... -5 13
Overview
Oljective Foree Unit of Action ... 2-1 2 Appendix A
Echelonment ... 2.2 2 Refereanees ... 14
Analytical underpinnings‘opera tional
BIVIFODIBRIE .o e e 2.3 3 Glossary ... 14
Chapter 1 technologies, executed by well-trained, disoplined,
Intreduction determined soldiers and leaders marked by mental

1-1. Purpose. This is the new operational concept
for tactical warfightng. It 15 about exposmg the
enemy by combat action, setting condittions, and
destroving them in close combat, The concept is
capabilities and threat-based to compensate for the
capabilities of expected threats on the highly
ambiguous, complex, and dynamic battlefield of the
future. Objective Force Units of Action will be
designed for success in any tvpe of operation while
optimized for major theater war. They will reguire
a new framework of action enabled by advanced

apility and rapid tactical decision making. Thev will
he adaptve and self aware—ahle to master the
transitions in the diversity of 21st Century military
operations.

1-2. References. BEequired and related publica-
tions are hsted in appendix A,

1-3. Explanation of abbreviations and terms.
Abbreviations and special terms used in this pam-
phlet are explained in the glossary.

Figure4-4. Sample TRADOC pamphlet (first page)
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Units of Employment

Units of Employvment perform tasks assigned today
to divisions and higher service headgquarters. They
link ground and joint forces and orchestrate ground
operations that decide joint campaigns, They also
have the capacity to assume commarnd of Joine Task
Forees. Units of Emplovment are the basis of
combined arms air-ground task forees. They
respurce amd execute combat operations: designate
objectives; coordinate with multiservice, inter-
agency, multinational, and nongovernmantal
activities: and emplov long range fires, aviation,
and sustainment; while providing C415H and
tactical direction to Uds

TRADOC Pam 525-3-60

FOR THE COMMANDER:

OFFICIAL: LAREY K. JORDAN
Lientenant General, 1S, Army
Deputy Commanding General/
Chiaf of Staffl
HMaignedd

GREGORY J. PREMO

Brigadier General, G2

Deputy Chief of Stafl
for Command, Control,
Communications & Computers

15

Figure 4-4. Sample TRADOC pamphlet (last page)
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Department of the Army TRADOC Memorandum 1-15
Headguarters, United States Army

Training and Docirine Command

Fort Monroe, Virginia 23651-1047

27 May 2003
Administration

TRADOC BOARD OF DIRECTORS

Summary. This memorandum establishes a Board of Directors (BOD) for Headguarters, 1S,
Army Tramig and Doctrine Command (TRADOC), for use in identifving and discussing

strategic issues.

Suggested improvements, The proponent of this memorandum s the Office of the Deputy
Commanding General/Chiel of Staft (DCG/CofS), Send comments and suggested improvements
on DA Form 2028 { Recommended Changes to Publications and Blank Forms) through channels,
to Commander, TRADOC, ATTN: ATCS, 7 Fenwick Road, Fort Monroe, VA 23651-1067.
Suggested improvements may also be submitted using DA Form 1045 (Army Ideas for
Excellence Program ( AIEP) Proposal).

Availability. This publication is available on the TEADOC Homepage at
bt Swsww tradoc army il

Contents

Paragraph Page
Chapter 1
Iniroduction

Explanation Of abbreviations ........occocceivieniiimiemmrsiissnisson s sesssinssns ie e iire 173 2
Respomsibrlilic S et snstammanisimeniasan s na =g 2
Chapter 2

Organization and Procedures

Mission of the BOD 2= 3
Membership of the BOD e 220 3
Meetings of the BOD e 223 3
Agenda items forthe BOD . 2 l
Implementing BOD AEreCmMENtS . ....iciiiimiimrsinsie s sesinsssiansssinssniossessssss inass sl md 5

Figure4-5. Sample TRADOC memorandum (first page)
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TRADOC Memo 1-15

nominate issues for the DOGCoMS s consideration. The BOTD members have the abligation 1o
identify strategic issues alTecting TRADOC that are appropriate for BOD consideration,

2-5, Implementing BOD agreements. The DUG/ColS will provide guidance on BOD
agresments to SGS lor tasking, a8 necessary,

Gilossary

BOD Board of Directors

CG Commanding General

CPG Commander’s Planmng Group

DCGCals Deputy Commanding General/Chiefl of Staff
IPR IN-PrOgress review

SGS Secretary of the General Staff

5103 Stratemc Imtiatives Ciroup

TRADOC LS. Army Traimng and Doctrine Command

FOR THE COMMANDER:

OFFICTAL: LARRY R JORDAMN
Lieutenant General, U5 Army
Deputy Commanding General!
Chiel of Staff

ssigned!
GREGORY I PREMO
Brigadier General, G5
Chiefl Information (iTicer

Figure 4-5. Sample TRADOC memorandum (last page)
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Chapter 5
Coordination

5-1. Coordination of initial draft publications.

a Proponents must coordinate their initiad draft publications before requesting editorid review from
CIO (ATIM-T). This coordination includes functiond area action officers (at HQ TRADOC and/or
TRADOC activities), and others the proponent deems appropriate.

b. Forma coordination is conducted at the office chief, deputy, or executive officer level. This
coordination may include TRADOC activities, or limited to the HQ TRADOC gaff offices.

5-2. Recommended coor dination.
a Other mgor Army commanders who have interest in the subject.

b. Headquarters, TRADOC saff (that is, Deputy Chiefs of Generd and Chiefs of Specid Staff
Officesat HQ TRADOC, and Director, Futures Center, HQ TRADOC).

¢. The supporting inddlation Directorate of Plans, Training, Mohilization and Security (Multimedia
Services Divison), for graphic aids support.

5-3. Mandatory coordination.
a For supplements, proponents will coordinate with at least the next lower command level (DA Pam
25-40, para18-7). This policy gppliesto TRADOC regulations as well, and will help diminate the

need for lower-leve supplements.

b. TRADOC Information Management Control Officer (ATIM-T), when publications require data
collection from laterd or subordinate commands, or the public.

c. Staff office Forms Management Officer, when publications prescribe TRADOC forms (see para
3-7, above). To prevent delay in forms design, coordinate early in the forms and publications
development processes.

d. The CIO (ATIM-T), when finished products require any out-of-the-ordinary printing
requirements, for example, color, nonstandard size, foldouts, short suspense, or hard completion date.

e. TheClIO (ATIM-T), when creating a new functiond bulletin.
f. The TRADOC Safety Office (ATCS-S), when publications pertain to the development, andysis,

implementation, and evauation of doctrine, organizations, training, materiel, leadership and educetion,
personnel, and facilities (DOTMLPF) system products.
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g. The TRADOC Deputy Chief of Staff for Intdligence for dl products referring to intelligence,
counterintelligence, security (less physica security), disclosure, and threst.

Chapter 6
Levels of Approval

6-1. General. Levesof gpprova for TRADOC adminigrative publications are—

a TRADOC DCG/CofS and subordinate commanders or Chiefs of Staff that have TRADOC-wide
missons.

b. Office chiefs and their deputies.

6-2. Deputy Commanding General/Chief of Staff and TRADOC commandants with
TRADOC-wide missions.

a. The DCG/Cof S and subordinate commanders with TRADOC-wide missions approve the
concept before publication development and publishing in find form. Thisleved of goprovd is
mandatory for al publications tha—

(1) Edtablish new policy.

(2) Reviseexiding policy.

(3) Assgnresponghilities.

(4) Commit TRADOC resources (that is, people, equipment, and money).
(5) Deegate authority.

b. Do not send draft publications to the DCG/CofSfor gpprova. All publications are in fina form,
to include find editing the CIO (ATIM-T) performs, prior to submission to the Secretary of the Generd
Staff for the DCG/Cof S s gpproval. The HQ TRADOC Form 30 must include the CIO Editor’s
coordination before it is sent to the DCG/Cof S.

6-3. Proponent office chiefsor their deputies. Thisleved of goprovd is mandatory for dl

TRADOC adminigtrative publications that are not identified in paragraph 6-2, above. No lower leve of
gpprovd is authorized.
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Chapter 7
Processing, Authenticating, Distributing, Stocking, Reviewing, and Rescinding TRADOC
Adminigtrative Publications

7-1. Processing/authenticating.

a After coordination and gpprovd, provide any background files on the publication to CIO (ATIM-
T) (Editor). Background files consst of papers such as studies, coordination actions (including
coordination of proposed supplements with subordinate commands), staff concurrences, and
recommendations that provide a basis for issuance, or contribute to the content of the publication. If no
printing is required, CIO will date and authenticate the publication and post to the TRADOC

Homepage.

b. If printed copies of the publication are required:

(1) The proponent will arrange for typesetting the publication. Once the publication is composed
or typeset, the proponent should review it before printing. After review, provide to ClO for date and
authentication. The proponent will then submit the authenticated publication, dong with four copies of
DD Form 843 (Requistion for Printing and Binding Service) sgned by the staff office printing control
assgant, to DAPS for printing.

(2) The DAPSwill determine whether the publication is printed in afedera printing facility or
through the Government Printing Office (GPO) based on the length of the publication, and the number of
copiesrequired. If through GPO, direct mailing to TRADOC activitiesis arranged with the contractor.
Mailing labels must include the building number and/or street address so that the most economica ddivery
method is selected (for example, United States Postal Service (USPS) or United Parcel Service). Use
RMDA’s on-line lookup page to develop mailing addresses (http:/Amww.rmdabevoir.army.mil/) (use
“Ste Map' link at the bottom of the page, then search for * Army Addresses On-line”). If street
addresses are not available, USPS will ddiver the publication.

7-2. Distributing printed copies. The proponent is responsible for distributing the publication when
copies are printed. Coordinate with the supporting ingtdlation DOIM Mail and Didtribution Center for
procedures. Proponent must furnish CIO (ATIM-T) an dectronic copy of the publication (diskette or an
E-mail attachment) for distribution on the TRADOC Homepage. Electronic mail addressis
aim@monroe.army.mil.

7-3. Stocking. If the proponent decidesto print a publication, they are responsible for stocking,
issuing, and maintaining the stock of the printed publication.

7-4. Reviewing. The review process ensures publications are current, consstent with existing policies,
and 4ill required. The CIO conducts reviews every 18 months.

7-5. Rescinding.
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a Proponentswill notify the CIO when rescinding a TRADOC adminigtrative publication. Provide
the publication’s number, title, and effective date of rescisson. Notify CIO through one of the following
three methods:

(1) TRADOC Form 25-35-1-R-E (sent in hard copy or dectronicaly).
(2) Informa memorandum sent to CIO (ATIM-T).

(3) E-mail to aim@monroe.army.mil

b. When apublication is rescinded, dl prescribed forms and reports are dso rescinded. TRADOC
Pam 25-30 and the publications page of the TRADOC Homepage are updated to show that the
publication was rescinded.

Appendix A
Refer ences

Section |
Required Publications

AR 25-30
The Army Publishing Program

AR 25-55
The Department of the Army Freedom of Information Act Program

AR 25-400-2
The Army Records Information Management System (ARIMYS)

AR 335-15
Management Information Control System

AR 340-21
The Army Privacy Program

AR 380-5
Department of the Army Information Security Program

DA Pam 25-40
Army Publishing: Action Officers Guide

TRADOC Pam 25-30
Index of TRADOC Adminidrative Publications
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Rdated Publications

AR 25-1
Army Information Management

TRADOC Reg 25-35
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AR 25-50
Preparing and Managing Correspondence

AR 310-25
Dictionary of United States Army Terms (Short Titlee AD)

AR 310-50
Authorized Abbreviations, Brevity Codes, and Acronyms

DA Pam 25-30
Consolidated Index of Army Publications and Blank Forms

DA Pam 25-31
Forms Management, Analysis, and Design

JCS Pub 1-02
Department of Defense Dictionary of Military and Associated Terms

Section |11
Prescribed Form

TRADOC Form 25-35-1-R-E
Publication Review (prescribed in paras 2-2g(1) and 7-5a(1))

Section |V
Referenced Forms

DD Form 282
DoD Printing Requisition/Order

DD Form 843
Requigtion for Printing and Binding Service

DA Form 1045
Army ldeas for Excellence Program (AIEP) Proposa

DA Form 2028
Recommended Changes to Publications and Blank Forms

HQ TRADOC Form 30
Transmittal, Action, and Control
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Appendix B
The Publication Processfor TRADOC Administrative Publications

The following tables outline the steps involved in the publication process from concept approva to find

digribution (table B-1), and timelines for each step (table B-2).

Table B-1
The publication process (proponent and editor responsibilities)

Researches and writes publication.
Coordinates publication (see chap 5).

Proponent This is not a rough draft.

limited printed copies).

Obtains TRADOC DCG/CofS approval of concept for publishing a policy
publication (that is, reg, cir, suppl). State requirement using HQ TRADOC Form 30.
Incorporates comments from coordination and prepares a ‘best effort’ publication.
Determines distribution (TRADOC Homepage only or TRADOC Homepage with
Requests an editorial review from CIO (ATIM-T). This is an informal process—

provide the single column, single-space publication via E-mail (preferred) or diskette,
along with the name, telephone number, and office symbol of the POC.

Edits draft and marks errors and comments on digital file.

Editor . .
Assigns the publication number.

Determines if publication is written in active voice.
Returns digital file to the proponent for corrections.

Verifies references, figures, tables, paragraph numbering, and distribution.
Ensures forms, reports, and Privacy Act requirements are identified.

Corrects draft.
Coordinates formally, as appropriate (see chap 5).
Determines level of approval (see chap 6) and either—

Editor included in coordination), OR

Provides the following to CIO (ATIM-T):

° Corrected digital file.
° Diskette.
° Any background files.

°  Prepares a HQ TRADOC Form 30 for the DCG/CofS's approval (with CIO
° Prepares an informal correspondence memorandum for CIO (ATIM-T) that
Proponent approves the publication. Only the office chief or deputy has authority to
approve a publication that does not require the DCG/CofS's approval.

° Correspondence memorandum or HQ TRADOC Form 30 (as appropriate).

Ensures proponent made appropriate corrections.
Attaches any locally reproducible (“R”) forms.

approval, dates publication and forwards to the CIO for authentication.

authentication.

(printable format) and posting to the TRADOC Homepage.

Assists with arrangements for typesetting and forms design, if required.

Signs the coordination block of the HQ TRADOC Form 30 (when the publication
requires the DCG/CofS’s approval), and calls the proponent to hand-carry the
publication to the Commanding General’'s Administration Center. Usually, the
Editor proponent hand-carries the publication between each point. Upon DCG/CofS’s

Acquires appropriate approval documentation (for publications that do not require
the DCG/CofS’s approval), dates publication, and forwards to the CIO for

Provides the digital file to the CIO webmaster for conversion to HTML and PDF
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TableB-2
Estimated timelinesfor each step in the process
Step Egimated Time

Obtain DCG/Cof S approval (concept) 2 days

Research and write Action office
determines

Coordinate:

°  Within the proponent Saff office 1 to 2 weeks

°  Within headquarters 30 days

°  With subordinate centers/schools 45 days

°  With other mgor Army commands 60 days

Consolidate comments from staff/prepare new draft 1 week

Edit (depends on number of pages and backlog) 4 weeks

Prepare forms (depends on number, complexity of forms/pages) 4 weeks

Review for reporting requirement (see AR 335-15) 1 week

Correct editorid commentsfinaize for publishing 1 week

DCG/CofS's gpprova (content and policy) 1 week

Typesat publication (contractor) 1-2 weeks

Pogting to the TRADOC Homepage 1 week

Printing:

° DAPS 1 week

° GPO 2-4 weeks

Didtribute (proponent distributes printed version of publication) 1 week

Glossary

Section |

Abbreviations

AR Army Reguldion

ClO Chief Information Officer

DA Department of the Army

DAPS Document Automation & Production Service
DCG/CofS Deputy Commanding Genera/Chief of Staff
DOIM Director of Information Management

DSN Defense Switch Network

GPO Government Printing Office

HQ headquarters

HTML Hypertext Markup Language
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IAW in accordance with

PDF Portable Document Format

RMDA Records Management and Declassification Agency
TRADOC U.S. Army Training and Doctrine Command
USPS United States Postal Service

Section 11

Terms

administrative publications
Publications that set or explain policies and procedures for the management of Army functions and
missons.

camer a-r eady
Prepared for photographic rather than typeset reproduction.

change
An officia modification of a publication, issued as a separate document to accompany the publication.

proponent
Generdly speeking, the agency responsble for writing and issuing a publication; pecificdly, the person
within thet agency who writes the publication.

supplementation
Guidance issued by aHQDA agency or mgor Army command to explain or direct the execution of DA
policy or procedures at the agency or command level.

FOR THE COMMANDER:

OFFICIAL: ANTHONY R. JONES
Lieutenant Generd, U.S. Army
Deputy Commanding Genera/

Chief of Staff
/sgned/
JANE F. MALISZEWSKI
Colond, GS

Chief Information Officer
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Publication Review

(FOR USE OF THIS FORM, SEE TRADOC REG 25-35; THE PROPONENT IS CIO)

An 18-month review of Command publications is required by AR 25-30,
para 1-22b(5). Proponents should ensure their publications are current,
consistent with existing policies, still necessary, and contain correct
proponent information.

NUMBER/TITLE/DATE OF PUBLICATION

PROPONENT OFFICE | OFFICE SYMBOL ACTION OFFICER/PHONE NUMBER

A review of the above publication has been completed. The following information applies:

prescribed by this publication is provided below:

for editing by (month/year):

3. This publication is obsolete. It should be rescinded along with any TRADOC forms and RCSs
(if applicable).

4. Proponency for this publication has changed. New proponent information:

Office:
Office symbol:

Point of contact:

Other comments:

1. This publication is essential and current. All information, including requirement control symbols
(RCSs) and TRADOC forms (if applicable) are necessary and essential. A list of all TRADOC forms

2. This publication is essential and is currently under revision. A coordinating draft will be available

REVIEWER'S NAME/TITLE DATE

HQ TRADOC Form 25-35-1-R-E, Jul 03 Previous editions are obsolete.
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